——

Declassified and Approved For Release @ 50-Yr 2014/05/16 : CIA-RDP70-00211R001000410009-8

—r N , v : ) - /
- 10/1k/63 MANUAL CIRCUIAR - GENERAL ADMINISTRATION - HEW-2l

PREVENTIVE MEASURES

- This Circular transmits suggested measures for reducing the amount
of office sPace used for housing current records.

This 1963 Clean-Up Campaign offers a good opportunity to institute

- a continuing practice of keeping unnecessary files out of office
space., _ S

Distribution: To holders General Administration and Records Management Manuals
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‘ _ PREVENTIVE MEASURES

GUIDELINES FOR REDUCING RECORDS MANAGEMENT BURDENS

In order to reduce the amount of space used for housing current records and to
utilize file equipment to the fullest degree in the future, the general guide-
.lines listed below should be followed:

Records Creation and File Maintenance

1. Reduce to the absolute minimum the number of information copies of incoming
and outgoing telegrams, airgrams, dispatches, 1etters and memoran@a requested
for office use.

2. Do not create unnecessary files.

3. Consolidate individual office working files by the establishment of files on
a Section or Branch level in order to eliminate duplication.

L, Cut off files every 2 years to facilitate periodic retirement.

5.  File only one copy of a document in office subject files.

6. Do not file envelopes fastened to documents unless required by regnlatlons.
Care should be taken to see that addresses, if not appearing on enclosed
documents, are transcrlbed before envelopes are destroyed.

T. Do not make or file copies of routine transmittals or acknowledgments.

8. Do not make extra copies of documents'unlesscabsolutely needed.

9. Do not file rough drafts and working notes after the report, study or document
has been prepared and approved. v

10. Do not use file cabinets, safes, supply cebinets or bookcases for storage of
coffee pots, coke bottles, unbrellas, overshoes, and similar items.

11, Keep personal correspondence (taxes, real estate, personal flnanc1al trans-
actions, family activities, etc.) at home.

12, Do not have your personal magazines and correspondence delivered te the office.

Records Disposition

13. Transfer non-current records that have a disposal authorization of more than
2 years to a Federal Records Center regularly.

1k. Destroy immediately routine information material that is no longer needed
after it has been read.

15. Destroy non-record material (information or extra COpleS of communications,
publicatlons, forms, etc.) no longer of current value.
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RELIEVE ME OF OLD RECORDS AND
“JUNK AND I'LL MAKE YOUR JOB
EASIER AND MORE EFFECTIVE!
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